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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create an RPA Release Requisition

This Job Aid Shows How To:
e Create an RPA Release Requisition in COMMBUYS.

Of Special Note:

What are RPA Release Requisitions and When Are They Appropriate?

The Operational Services Division has numerous Statewide Contracts that allow buyers to record contract purchases in
COMMBUYS after the purchase has been made. These COMMBUY'S Statewide Contract transactions are called RPA
Release Requisitions. They are appropriate in circumstances where the normal COMMBUYS Statewide Contract
Purchase Order process is not possible. Examples of these include:

e Situations where the final purchase price is not known until receipt of an invoice. For example: purchase of
propane (ENE46), staff augmentation (ITS63) or network services (ITT46), among others; or
¢ Unanticipated circumstances, such as replacement of a flat tire (VEH97) or windshield (VEH103).

NOTE: that because these transactions already have taken place, the RPA Release Requisition will not result
in a PO being sent to the vendor.

Contract User Guides indicate whether a contract accommodates RPA Release Requisition functionality and any
limitations. Buyers also may find a list of RPA-enabled contracts using the Expanded Search in the Statewide Contract
Index. Find Contract User Guides, the Statewide Contract Index, and Index instructions at mass.gov/osd > Search: Buy
from a Statewide Contract.

NOTE: RPA Requisitions (as opposed to RPA Release Requisitions) in COMMBUYS record off-contract purchases when
the normal procurement process is impractical due to impending need (emergency purchases) and for one-time incidental
purchases up to $10,000. Locate the How to Create an RPA Requisition Job Aid at mass.gov/osd.
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https://www.commbuys.com/bso/
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/buy-from-a-state-contract/statewide-contract-user-guides.html
https://pilot.mass.gov/files/documents/2017/10/25/statewide-contract-index.xlsb
https://pilot.mass.gov/files/documents/2017/10/25/statewide-contract-index.xlsb
https://www.mass.gov/orgs/operational-services-division
https://www.mass.gov/buy-from-a-statewide-contract
https://www.mass.gov/buy-from-a-statewide-contract
http://www.mass.gov/anf/docs/osd/commbuys/how-to-create-an-rpa-requisition.pdf
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COMMBUYS is the only official procurement record system for the Commonwealth of Massachusetts’ Executive
Departments. COMMBUYS offers free internet-based access to all public procurement information posted here in
order 1o promote fransparency, increase competition, and achieve best value for Massachusetts taxpayers.
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COMMBUYS INFORMATION;

For more information on COMMBUYS please visit the COMMBUYS support pages. C

Buyer Training Resources: 1
Buyer Training Overview ¢

Job Aids for Buyers
Buyer Webcast Training K
Vendor Training Overview
Job Aids for Vendors @ &
Vendor Webcast Training /' Ig@
Statewide Contract Index, Contract User Guides and Procurement Schedule

-Up Tool for Buyers and Vendors:
UNSPSC Look-Up Tool
UNSPSC Look-Up Tool Instructions

If you have any questions or concerns contact the COMMBUYS Help Desk at COMMBUYS@state.ma.us or ring us
during normal business hours (8am - 5pm ET Monday - Friday) at 1-888-627-8283 or 617.7203197.

Attention Vendors: 54 Newly posted bids - Week of 4/11
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No Public Bulletins are currently published No Important Links are currently published

Welcome to COMMBUYS

Login ID

Password

Login Assistance

Step 1: Accessing the COMMBUYS Landing
Page

1. Launch the COMMBUYS website by
entering the URL
(https://www.commbuys.com) in the
browser or by clicking on the hyperlink
COMMBUYS.

2. Click on the orange Sign In button in the
upper right hand corner.

3. Enter your Login ID and Password and
click on the Sign In button.
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Step 2: Creating a New Document

=3 COMMBLYS g S -

2 awae 1. Click on the Add Documents (plus sign)
icon.

Recent Documents

Titke Decument # Type Description Status Last Viwed
2:,».’ A 080 1080C- 10800 B st Rty 10 Sevnd [t il
BO-Y 71080 1080C. 10800 Bd nest Ready 10 Serd OAENR0NE
—— OPERATICMAL ZERVICES DIVISION —— e
N 2. Select Requisition from the dropdown

menu.

Requisition

LA Bid Solicitation
Contract

Purchase Order

News

Receipt
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Directions

Step 3: Entering Data in the General Tab

The General tab page displays. Fields with
asterisks are required fields. The required
fields for Department, Location, and Print
Format default to values that may be
changed if needed.

1. Inthe required Short Description field
enter a searchable description of the desired
goods or services.

2. Click on the dropdown arrow next to the
Requisition Type field and select RPA
Release (do NOT select RPA).

3. Alternate ID: Enter information as
required. This may include (but not limited to)
data such as MMARS encumbrance ID or
ERP/Accounting system transaction numbers
for non-MMARS users.

4. Special Instructions: Enter information as
required. This field normally allows for entry
of specific instructions to vendors. If entered
on the requisition, the data in this field will
copy forward to the PO and also be visible
on the print version of the PO. Since this PO
will not be sent to the vendor, it may be used
for additional information about this RPA.

5. When you are finished, click on the Save
and Continue button.

RPA Release Requisition RQ-17-1080-05001-05DEP-77637

Search Bemy

g

Step 4: Searching for Items

1. Click on the Items tab.
2. Click on the Search Items button.
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Step 5: Conducting an Iltem Search
Search Using: And It
Advanced Searche 1. Enter the name of the item in the Search
Add to Req & Exit Cancel & Exit USing f|e|d
2. Click on the Find It button.
i Find it
nmn:eds“rcm&
- A preferred alternate search method would be to
bl i o click on the plus sign icon next to Advanced
— = Search .
[ — v A popup screen allows you to search by Item
uNspscoms v Description, Vendor Name, and UNSPSC code.
Commedey£59 qQ Caeperativ Purchasiag
T
Find It Clear
Add to Req & Ext Cancel & Bt
Step 6 : Selecting the Item
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1. Click the checkbox next to the desired
item in the left Select column.

2. Enter the item quantity in the Quantity
column.

To add other items from other pages, click on the
Add to Req & Next Page button; otherwise click
on the Add to Req & Exit button.
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Step 7: Entering the Invoice Data

Gewd M Vedn kb kovep Gnerg den ham Beesn leesy

[rrrerre——— 1. Enter the invoice number in the Invoice
# field.
fr— 2. Enter the Invoice Date and Payment

Due Dates into the respective fields.

ottylokrn Pl v [unwoesy G0

3. Click on the Save & Continue button.

n .?-'.': " : 2| NOTE: If a selected item has a zero dollar
amount, you will be prompted to enter the item
amount from the invoice.

1 e ket L # PTG HBROE L TAY 10041 i g g e, Eomamacom 1

HIH R WL BN

Q) Fiease savt your changes betore soreg Oxherwa, your changes wilbe o

Step 8: Attaching Documents

As an option, the Attachments tab page may be

General Items Vendors Address Accounting Routing Nmes Reminders ~ Summary
Vendor(0)
used to add documents such as invoices, emails,

Files quotes, etc.

© Click Add File to add file attachments.

No File Attachments

| Add File \
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Attachments

Aguocy Files:
Agency Forms:
Vendor files:
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Item Information x

Sutene for Approval

Cancel Requistsn
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Directions ‘

Step 9: Submitting for Approval

1. Verify the information contained in each
tab for accuracy.

2. Click on the Summary tab, validate the
information, then click on the Submit for
Approval button.

Step 10: Saving the Approval

The approval path will display or you're given the
option to select the appropriate one. Click the
Save & Continue button to complete.

NOTE: The RPA Release requisition will now
proceed through your department’s approval
path (no image is provided here as approval
paths will vary). You will be informed by
COMMBUYS email when the approval is
complete.

RPA Releasa Requisition RQ-17-1080-05001-05DER- 77637
G b Y Ao weh]  lateg okl Sy
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Qranization: Gpmatnea et fmnae
Depariment. 05001 - pwratasal Javecn Dvaan L<ation:
inteed Dati T RiqusIs Ty,

ey |
it T k)
CHO0P Congonr Foequiresd By Date:
[y Typa Code;

Step 11: Requisition has Gone to PO

After approval, the Summary tab of the RPA
Release requisition will have the status of Gone
to PO.

The purchase order for the RPA Release will
have the status of Complete Receipt. To verify
this, click on the blue hyperlink of the PO.

NOTE: The vendor will not receive this PO.
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